ETP CAL-E-FORCE REFERENCE GUIDE — TRAINEES BY CONTRACT REPORT

1. Atthetop of the

landing page, select
the Reports button
on the button bar.

Choose the report to
view and select View
button.

If you have multiple
contracts, you will
receive a report with
contentfromall
contracts. To view only
content specificto an
individual contract, you
must filter the report
(step 3).

Reports

Invoice Status Report
Employer Invoice Status Report

Denied Trainees

Trainaac Mraatad Tadaw




ETP CAL-E-FORCE REFERENCE GUIDE — TRAINEES BY CONTRACT REPORT

3. Select the funnel icon Filters R

to filter and/or sort

results. ¢ = Export
Show Me

U“ All contracts

Company Signed Date
All time
Contract Number X
not equal to ™"

4. Click Exportto
download the report.

Yy c 03 Export

5. Choose view as either .

Export View
formattedreport or v
details only and Click
the Export button Formatted Report Details Only
a nd your report Wl" Export the report as it Export only the detail rows.
be saved as an Excel appears in Salesforce, Use this to do further

d h . h including the report header, calculations or for uploading

spreads eet into the groupings, and filter details. to other systems.
Downloads section of
your computer.
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